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Search:
)

» Manage Events and Place Bids Bid Confirmation

Your bid has been successfully submitted

Bid ID: 1 Bid Date: 18/12/2017 10:05:25AM EST
Event ID: 0000001595 eTendering Bidder User Guide (2017)
Event Format: Sell Event Round: 1 Version: 2

Start Date: 11/12/2017 5:47AM EST End Date: 09/01/2018 05:47 AM EST
Your Total Price: 2,150.00 USD
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Quick References to the Guide

TheUNDPeTenderingGuidefor Biddersis a manualfor individualsor companiesvho wishto participatein a UNDPtender
asasupplierandarerequiredto submitthe bid onthe UNDPeTenderingSystem

Forquickreference,you cannavigatedirectly to a specifictopic by clickingon the relevanthyperlink

A Tocreatea profile andregisterasa bidderin the eTenderingsystem pleaserefer to the sectionon how to Registera
BidderProfile.

A Tosearchfor Tendersand downloadtender documentswith or without a registereduseraccountpleaseclickhere.

A If you alreadyhavean eTenderingaccountandwant to participatein a tender, pleaserefer to the sectionon How to
Submita Bid

A If youhavean eTenderingaccount,but haveforgotten your password pleaseclickhere.

A If you are experiencingany technicaldifficulties with signingin, registration,or bid submissionpleaserefer to the
sectionon HelpdeskSupport.

TheTableof Contentsprovidesa detailedoverviewof all the topicscoveredin this UserGuide

UNDPeTenderingJser Guide for Bidderslanuary 2018
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1.0 Introduction

TOC

This section covers the bid submission process including how to search and view events in the
system, how to participate in an event and prepare your bid response, and how to make the final bid
submission and confirm that the bid has been submitted.

U 1.1 Overview of the guide
U 1.2 What iTenderin@

UNDPeTenderingJser Guide for Bidderslanuary 2018 Eﬂ



1.1 How to use the Guide

TOC

This guide is organized in several sections that correspond to different functionsefghderingsystem such as
registration, submitting bids, maintaining profile, etc. Each section has its specific backgobound

The Table of Contents (TOC) provides an overview of the document content. It contains hyperlinks to the exact page of the
content in the document so the reader can navigate directly to the relevant section. Each section starts with a briefvovervie
of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlink:

- Hyperlink buttons that will take reader to the main TOC, found at the top right corner of each main chapter page, such as
the one on this page.

- Hyperlinks that take readers to the beginning of the current section, usually found at the bottom left corner like in this
page.

- Hyperlinked words that take reader directly to a location of the document related to the text. For example, by clicking on
the hyperlinked TOC hey¢he reader can go directly to the TOC page of this document.

)
&
E ..... ) m
Click to return to _ _ ) mﬂ
Introduction UNDPeTenderingJser Guide for Bidderslanuary 2018
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1.2 What iseTenderin@®

TheeTenderingnodule is designed to facilitate the UNDP Tender process through online interaction. The system aims to
enhance the integrity and transparency of the tender process and also enables the streamlining of the procurement process:
Bidders can useTenderingo submit their bids, view solicitation documents and receive automatic notifications from the
system whenever an event has been modified.

TheeTenderingi € a0 SY | RRNB&aasSa ! b5t Qa ¥ dzy RhiMSyiridgrity, rradN@erdzbd Y Sy &  J1
accountability.

Some of the main benefits of theTenderingsystem are:

V' No late submissions are acceptefhe system will automatically not accept any bid after the deadline.

V' Electronic sealed bidTheeTenderingsystem encrypts the bids submitted in the system and does not allow anyone to view
any information provided before the bidding deadline.

V' Electronic stamping of the bidThe system stamps all information submitted by bidders and prevents anyone from altering,
deleting, or adding anything to the bid after the deadline for submission.

V' Streamlines the bidding procesBidders can register in the system, retrieve all information and solicitation documents, and
receive automatic notifications on certain stages of the procurement process. Bidders may also submit their bid online, edit
it directly in the system, and receive automatic notifications once the evaluation is finalized and the contract is awarded.

V' Provides an audit trailAs theeTenderingsystem records all activity in the system, it keeps an audit trail for increased |

N\
Y

(_) accountability and transparency. &

..... m

Click to return to _ _ ) Eﬂ
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2.0 Submit a Bid e

ToC

This section covers the bid submission process including how to search and view events in the system, how to panticipate in a
event and prepare your bid response, and how to make the final bid submission and confirm that the bid has been submitted.

2.1 Search for Tenders 2.3 Submit Bid
A Log in and Basic Search A Check Responses
A Advanced Search A Submit Bid
A Download Tender Documents A Review Bid Confirmation
2.2 Participate in Tender 2.4 Prepare a Bid Submission Offline (Optional)
A Accept Invitation A Submitting a Bid in . XML
A Bid on Event A Download .XML Event Package
A Answer Bid Factors A Open .XML File in Excel
A Insert Line Items, Quantity and Unit Prices A Complete Bid Responses in Excel
A Upload Supporting Documents A Upload File into the System and Submit Bid
A Save Bid for Later @
U|N]

UNDPeTenderingJser Guide for Bidderslanuary 2018 [ﬂﬂ
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A Quick Guide to Submitting a Bid @Tendering

The main steps to submitting a bid efienderincare as follows

1 > Search & view event

2)Accept invitation

3)Cl i c lid onneveiitd

4 >Answer bid factors

5 > Insert prices

6 > Upload documents

Q) Check responses & submit bid

UNDPeTenderingJser Guide for Bidderslanuary 2018



Click to return to
Submit Bid Main
Page

2.1 Search for TendersLog in the system

To start participating in a tender through tedenderingsystem, go tdittps://etendering.partneragenciesrg and log
in using your registered username and password.

In febraE Sigpnimi  Enher Felaiinesi

UHDR Usern UHD# dtan Bsrsws Cenore

L HFP, Ui Wy LHPPS

i WL LT v Ll BOOE IBICMETIOA CRETie

UH Worssn LS CH WIS ATLIE IR0 FaGE

Tinp O MoeRsages:

Lt il me 1 Hoversbar, 1T 6 H 45 Al Hew " e (BT

Atlas mpplications are working narmalby. IF you ancountar anyissues, plaase repart tham

to your respective help desks.

Fleais ©lam s WvweH o i belae g mg crie ATLAS:

B

It is possible to search tenders and download tender
A t I as documents by logging with the guest account username

Event.guesaccount.

“Afar” myrmix our pobsl precesce and 8 rele be andd e
TPt rars ey bor find ra imlorraban ardd conrecirg A Username Eventgues;t

coamitian 3 kecasladon, SEpETEsos anS MEDLTDAE BE W
bl e B

 better | A password: why2change

To submit bids however, you mustqgisteffirst

" A\ IMPORTANT h

If you are already registered in the system but do not
remember your passwordlease do not register again

If you have forgotten your password, you need to click
on the Forgotten Password link anckate a new

password
J

UNDPeTenderingJser Guide for Bidderslanuary 2018
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https://etendering.partneragencies.org/

2.1 Search for TendeisGo to Search Page

Once you are logged in to yoeTendering OO2dzy i = a St NOK T2 NJ 2y 3 ®anggs Evergsanydi 4
t f F OSMenh>R&XéA O4 A &% HOSyia yR tfl OS . ARAE

Atlage

Menu
Search:

= Manage Events and Place B
Wiew Events and Place Bids

hly Event Aclivity
Maintain My User Contac
My Eidder Profile

= Yiew Temns & Condifions

Welcome eTendering Bidder User Guide to Atlas Community!

Click to return to
Submit Bid Main

Page

Sion ol

Parsonalize Condan

£33 B My Buy Events
There are no events o view.
My Sell Evenis
Event Hame End DateTime:
Complaints
Mo hanisms and RiFx AW062017 6:350M EDT M 2017 0635 AM EST
Fublic Engagement
| TE17M/T Test  RFx 201172017 11:134M EST 181212017 11:13 AM EST
Test 7ip fokders and o, 12017 10.55AM EST 1911212017 10:59 AM EST
Public Bid Openng
|r‘-.le'.t.l vorcion tesf - 2 RFx 24112077 4.51AM EST THIHNNT 0451 AM EST
FSLU Deamo 2017 RFw 0122017 3:538M EST FOM2A09T 03531 AM EST
UNDPeTenderindJser Guide for Bidderslanuary 2018 10
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Click to return to AFG10.0000001860 Construction of Female Police Facilities Sell  RFx 27/12/2017 02:30 AM EST di Sp|ayed at the bottom of the
Submit Bid Main

Page

2.1 Search for Tendey Use basic search filters

You can use the search engine to filter and view

Country:| begins with ~ |

ongoing tenders by Country, Event ID, Event Name
Event Type or Status.

LoukUpl Clear | Cancel |Basu:L00kug

Search Results

B =xample =

Afghanistan
Albania
Algeria
Angola AGO10
Argentina ARG10
Armenia ARM10
Azerbaijan AZE10
BRUSSELS H2710
Bahrain BHR10
Bangkok Regional Hub BRC10
Bangladesh BGD10
Barbados BRB10
Belarus, Republic of BLR10

To filter and view tenders launched by a specific Country, e.g.
Afghanistan, click on the magnifying glass icon nefvent ID
select Afghanistan from the drop down list.

New Window | Help | Personal
Search:

| View Events and Place Bids

- Manage Events and Place Bids| Enter search criteria to locate an event for viewing or placing bids.

Benin BEN10
— My Event Activity ¥ Search Criteria Bhutan BTN10

e d
- it s ot Bolv BoL10
~AY SIcCer tolle Use Saved Search: | h . :
— View Terms & Conditions Bosnia-Herzgovina BIH10
] '.’-\FG10 QI> ‘ Results Should Include: Botswana

Event ID: Sell Event

Event Name: | [Jpurchase Event

Event Type: | ~ \ Request For Information

Event Status: | ™ |

Include Declined Invitations?

Clickonof ST NOK ¢
I Search I Clear I Manage Saved Searches Save Search Criteria Advanced Search Criteria .
I All results for ongoing tenders

il irst T 13 013 Bl Las i :
’M—EWIH from Afghanlstan will o))

RFP for HIV Population Size Estimation and
Mapping

AFG10-0000001889 Re-Advertised RFI for TB-RSSH SRs Selection RFI RFx 19/12/2017 01:30 AM EST
e S

AFG10-0000001868

Sel  RFx 17/12/2017 01:30 AM EST screen 11




2.1 Search for TendersAdvanced Search

It is possible to search the system for ongoing events for specific items that are of interest to the Bidder. Once ytne a®eairch area,lick on

Y TN

@ ROl yOSR { SHKBKSIZ/ NIISK | 58573 E)betn hilitan2thag you are interested in bidding on.

View Events and Place Bids . Example

At I a SF"'"’"(e Enter search criteria to locate an event for viewing or ¢

To search for all ongoing Events that contain

Search:

(%) Vi - 14 ’ % 2 = E A
iew Events and Place Bids
i g;r;age Events and Place Enter search criteria to locate an event forviewing or placing bids. Use Saved Search: | i zgmpﬂzgz ; éen:'l]zén tflor};néll'ds 7\ 1 S
— View Events and Place Bids p p .
— My Event Activity | Q,,— |
— Maintain My User Contact Event ID: . .
~ My Bidder Profle Use Saved Search: | v Click onSearchand view the search results
- View Terms & Conditions Event Name: |
Results Should Include: belOW
Event ID: [ ]&-| Sell Event Event Type: |
Event Name: | [l Purchase Event Event Status: | /LV I
Event Type: | o | Request For Information
_ [ include Declined Invitation
Event Status: | ~|

[Jinclude Declined Invitations?

Item Description:

Category Description:

Search | Clear | L L
Manage Saved Searches Save Search Criteria IAdvanced Search Cntenal Start Date: From: E‘j Through: E‘j
Search Results [ st B o op2 B ast End Date: From:  |03/01/2018 3] Through: ]

Event ID Event Name Format |Type End Date Status
UNDPA1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx 1140142018 09:01 AM EST g
e | Search | Clear _— ) -
- _I Manage Saved Searches Save Search Criteria Basic Search Criteriz
Search Results

LUNDPA1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx 09M11/2018 05:47 AMEST Accepted
Event ID

Event Name Format |Tvpe

UNMDP1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx

E UMDP1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx
i

Click to return to
Submit Bid Main UNDPeTenderingJser Guide for Bidderslanuary 2018
Page



2.1 Search for TendexsDownload Tender Documents

¢2 &SIENDOK F2N I &LISOATHOY and&igrihe BusidesslUit/Coutsy Cada i fhefirsti A U f SR 6
02E 2y (KS9 @S inthe fsRboxioK tfe right

At I a SFinance Welcome eTendering Bidder User Guide to Atlas Community!

Search:

@

> Manage Events and Place Bids

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids.

. Exam ple ~ Search Criteria

Use Saved Search: | "|

to view Event 0000001595, launched by 2
UNDP Headquarters (Code UNDP1), enter the [ONDPTC, — (0000001595 | Results Should Include:

. . . Sell Event
details under the Event ID field as shown. R | I Purchase Event

< A o . “ Request For Information
I £A01 2y a{SI NDKé® Event Type: | |
Event Status: | v|

[ Include Declined Invitations?

. Search | Clear

Manage Saved Searches Save Search Cnteria  Advanced Search Crteria

Search Results | First 4 10of1 L Last
Event ID Event Name Format |Type End Date Status
UNDP1-0000001505 _eTendering Bidder User Guide (2017)  Sell  RFx 09/01/2018 05:47 AM EST
RN
To view the details of the Event and
Click to return to :
Submit Bid Main download Fender documents, click on UNDPeTenderingJser Guide for Bidderslanuary 2018 13 EE
Page the Hyperlinked Event ID. Empowered s,




2.1 Search for TendersDownload Tender Documents

When you are on th&vent Detail@age of the event you are interested in, you can download tender documents by
0 A R R A Yirk at 2 toplayh of thhelipage.

clickingonthe + A S &

Click to return to
Submit Bid Main

Page

Search:

— My Event Activity

7 Manage Events and Place Bids
— View Events and Place Bids

— Maintain My User Contact

Event Details

Accept Invitation

— My Bidder Profile

— View Terms & Conditions

Bid on Event

Bidding Shortcuts:

View Your Bid Activity
iew Bidding Documents

Upload XML Bid Response

Event Name:

Event ID:
Event Format/Type:

Event Round:

Event Version:

Event Start Date:
Event End Date:

Event Description:

Contact:

Phone:

Email:

Online Discussion:

Live Chat Help:

eTendering Bidder User Guide (2017)

UNDP1-0000001595

Sell Event RFx
1
2

11/12/2017 5:47AM EST
09/01/2018 05:47 AM EST

Dalal Abdulrazzag

N ndp org

My Bid Status:

Payment Terms:

My Bids:

Edits to Submitted Bids:

Multiple Bids:

UNDPeTenderingJser Guide for BiddersJanuary 2018

Net 30

0

Allowed

Not Allowed

UN]
DRl
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Click to return to
Submit Bid Main

Page

2.1 Search for TendersDownload Tender Documents

To download the solicitation documents, click on the magnifying glass icon next to each attached file.
Toreturntothead 9 @Sy (i t5-SHS A f@EIEE @] 2Y «

Atlase-

Search:
©)

=~ Manage Events and Place Bids
My Event Activity
Maintain My User Contact
My Bidder Profile

— View Terms & Conditions

Welcome eTendering Bidder User Guide to Atlas Community!

. Tip

Ensure that popups are enabled on your internet

Event Header Comments and Attachments

Event ID: 0000001595

| L First B0 13 of 3 Bl L ast

Attached File Attachment Description
1 Bidder_User_Guide Event Attachment pdf |Eve nt details
2 eTendering_Bidder User_ Guide_(2017).xml |Event Bid Package Q

browser before downloading a document.

3 eTendering_Bidder User_Guide (2017) pdf

Cox ] cocol | /I\ IMPORTANT

The .xml document is not a solicitation documerit.
is a file that allows a bidder to prepare their bid

responses offline and then upload it into the system iw

XML. format. For more information, clibkre.

J

UNDPeTenderingJser Guide for Bidderslanuary 2018
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2.2 Participate in Tendeg Accept Invitation to Subscribe

Click on the¥Accept invitatiorg to receive automatic notifications whenever the tender is modified.

|>_>|

> Manage Events and Place Bids Event Details

— My Event Activity - i ) ) - I
_ Maintain My User Contact | Accept Invitation I Bidding Shortcuts:  View Your Bid Activity I
— My Bidder Profile Bid on E I View Bidding Documents
— View Terms & Conditions id on Event '
Upload XML Bid Response : e H
To subscribe and further participate in

a Tender, you mugkeqisterfirst.

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 My Bid Status:

Event Format/Type:  Sell Event RFx [ \
Event Round: 1 A I M PO RTAN T

Event Version: 2

Event StartDate:  11/12/2017 547AM EST Please note that your account will be
Event End Date: 09/01/2018 05:47 AM EST automatica”y deactivated after 3

months of inactivity. If this happens,
please contact the procurement focal
point of the event for support. To
ensure your account remains active,
login to your account a few times a

Event Description:

Contact: Dalal Abdulrazzaq Payment Terms: Net 30 month.
Phone: My Bids: 0

Email: SR @undp.org Edits to Submitted Bids:  Allowed

Online Discussion: Multiple Bids: Mot Allowed

Live Chat Help:

©

Click to return to mﬂ
Submit Bid Main UNDPeTenderingJser Guide for Bidderslanuary 2018 16
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2.2 Participate in Tendeg Start creating a bid response
I 008 LI SR 9GS yoio Syidial AT G MERI 23\o SEHBREslingly6US

hyOS
responses.

Click to return to
Submit Bid Main
Page

¢2dz KI @S

Welcome eTendering Bidder User Guide to Atlas Community!

Event Details
Decline Invitation I Bidding Shortcuts:  View Your Bid Activity
View Bidding Documents
Bid on Event Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event FormatType: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 11M2{2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST
Event Description:
Contact: Dalal Abdulrazzaq Payment Terms: Met 30
Phone: My Bids: 0
Email: dalal.abdulrazzag@undp. or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Mot Allowed
Live Chat Help:
Display: |AII Lines v| < Bid Required (@ Line Comments/Files
Lil Description Unit Reguested Quantity Status
b 4 computer DOZ 20.0000
o o Ballpen (Black,blue red) LOTUS EA 30.0000

Rat ”ii iﬁ iiiiii iiiiii
UNDP eTendering User Guide for Biddea@nuary 2017

17
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2.2 Participate in TendetKey Components of an online Bid

In order to submit a bid on eTendering, bidders are usually required to complete the following 3 key processes:

U Answer bid factors

U Insert quantities and unit prices for the items required.

U Upload supporting documents

Follow the instructions in the guide to complete your bid.

-
-----

Click to return to mﬂ
Submit Bid Main UNDPeTenderingJser Guide for Bidderslanuary 2018 18
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2.2 Prepare Bid RespongeAnswer Bid Factors

Bidders may be prompted to answer event questions (bid factors) that will be used in the final evaluation and awarding of the

0§SYRSN¥®d ¢KS

O0AR FI OG2NAR YI &

Pl NEBE

- Y

oe

0 K SesingE LISIS A £J2 NB S 5I2 ¥ @l &

require typed answers, or numerical input. Please read each question carefully before submitting your reply.

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specific item.

General Event Questions

Required Questions

Hide Event Questions

Event Questions

Response: Yes w

ldeal: 1ﬂesl

2
2

+r Bid Required i* |deal Response Required

.Have samples required been sent and shipment tracking number provided?

Previous Questions 1-2 of 2 Next Questions

Weighting

Add Comments or Attachments

¥ 3. Provide List of Bank References (Mame of Bank, Location, Contact Person and Contact Details

Response: This is Bid Factor requires a typed response from the Bidder|

Add Comments or Attachments

Click to return to
Submit Bid Main

Page

UNDPeTenderingJser Guide for Bidderslanuary 2018

4. Bid Requiredwhen a question is
marked by a red star, it means that
answering the question is mandatory to
make a qualified bid.

Ideal Response Requiredhen

“ a guestion is marked by a folder and
red star you must answer the question
with an ideal response. For example in
Question 1 on the left, the ideal
response is yes. You can only answer
yes for this question.

=t

AR
!
\\s. 7
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2.2 Prepare Bid Respongdnsert quantities and unit prices

Insert your bid price in the required fields.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator.

Lines in This Event:

Lines That Require a Response: P

Your Total Line Pricing:

Hide Line Detail

2

5,150.0000 USD

+rBid Required

1 +r computer

Ll'ﬁ'_,a Line Comments/Files

2 ¥r Ballpen (Black,bluered) LOTUS

Previous Lines 1-2 of 2 Next Lines

Description gﬁg:::;Ed Ez::‘?“';‘ Your Unit Bid Price |Your Total Bid Price

20.0000 20.0000§ 250.000000 5,000.0000 USD

EA 30.0000 30.0000 5.000000 150.0000 USD B

Pay particular
attention to:

A The bid currency of the event

A The instructions in the solicitation
documents (ex. Is a detailed price
schedule requested? Is a password
protected financial proposal required?
Etc.)

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete,
submit for consideration.

Submit Bid

Save for Later

Click to return to
Submit Bid Main

Page

(
Validate Entries A I M PORTANT

For RFPs you must:
A Enter 1 for the Bid Price

\ attachment

A Upload your financial proposal as a password protected ADF

UNDPeTenderingJser Guide for Bidderslanuary 2018
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2.2 Prepare Bid RespongdJpload Supporting Documents

¢2 dzLJ 2F R &dzLJLI2 NI AYy 3 R2 O0dzyaSwySid kil ARR/ DIy SEN2FdEZNJ / 62AYRYES yAif AFGR 2!
0 O®BWSyda bpageil Af ac¢

__ Event Details

Submit Bid | Save for Later Waldate Entries
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 Bid ID: New
Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: usD US Dollar
Event Version: 2
Event Start Date: 11/12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

IViewadd General Comments and Attachmentsl

Hide Additional Event Info

Description:

=<E

>

LL@«\
b‘(<“’

Click to return to mﬂ
Submit Bid Main UNDPeTenderingJser Guide for Bidderslanuary 2018 21
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2.2 Prepare Bid RespongdJpload Supporting Documents

L2 3 Yo O K Sy. NPfaradBpatezand salect the file you want to upload from your computer.
d32dz KI 958 2y ¢4

File Attachment

Browse... [ Mo file selected.

Cancel |

Click to return to
Submit Bid Main UNDPeTenderindJser Guide for Bidderslanuary 2018
Page




2.2 Prepare Bid RespongdJpload Supporting Documents

¢2 dzZlJ 2F R | YRR PASIES I GkdsF FOK{YISHYaté écate and select the file you want to
dzLJX 21 R® hy OS eé2dz KI g8 LB Q4gROISR GKS FTA{ST OftAO]l 2y a
Click to return to
Submit Bid Main UNDPeTenderingJser Guide for Bidderslanuary 2018 23
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